UNI TED STATES MARI NE CORPS
Fi nanci al Managenent School
Mari ne Corps Conmbat Service Support Schools
PSC Box 20041
Canp Lej eune, North Carolina 28542-0041

FBTC 0208
Jan 2000

STUDENT OUTLI NE

VENDOR | NVOI CES AND
PAYMENT VOUCHERS

LEARNI NG OBJECTI VES:

1. TERM NAL LEARNI NG OBJECTI VES: G ven the requirenent to
prepare an expenditure/collection source docunent, and the
references, prepare an expenditure/collection source docunent
for certification and paynent in accordance with DoD FMR Vol
10. (3451.02.08)

2. ENABLI NG LEARNI NG OBJECTI VES:

(a) Wthout the aid of references and given witten
guestions, identify the proper procedures to validate an invoice
in accordance with DoD FMR Vol . 10. (3451.02.08a)

(b) Wthout the aid of references and given witten
guestions, identify the proper procedures to validate a receipt
in accordance with DoD FMR Vol . 10. (3451.02.08hb)

(c) Wthout the aid of references and given witten
guestions, identify the elenments of a certification statenent in
accordance with DoD FMR Vol . (3451.02.08c)

(d) Wthout the aid of references and given witten
guestions, identify the governnent forms used as paynent
vouchers in accordance with the DoD FMR, Vol. 10 (3451.02.08d)

OUTLI NE:

1. NATURE OF A PUBLI C VOUCHER: A public voucher is a docunent
or record that constitutes the authority for U S. Governnent
agencies to pay for the purchase of equipnent, materials,
supplies and services (other then personal) in support of
acconplishing their assigned m ssions. Wen correctly prepared




and supported by necessary docunments, a public voucher
constitutes the authority for a finance officer to nmake paynents
against the U. S. Treasury by charging the accounting data cited
on the voucher. These paynents may be: partial, conplete,
final, progress, or advance paynents. Public vouchers are the
primary source for tracking accounting information to record
changes in the status of appropriations. Wen conpleted, the
public voucher represents |egal evidence that an obligation has
been fulfilled or Iiquidated and nust be retained for that

pur pose.

2. REQUI REMENTS OF A PUBLI C VOUCHER: Public vouchers nust be
prepared to satisfy the governnment's paynent liability of a

bi ndi ng contract that it has entered into with a commrerci al
source. Paynent vouchers nust be prepared only when evidence of
perfornmance exists. The comercial source will provide nateria
or services, and in return, the governnent wll provide paynent.
When preparing a public voucher for paynent, certain criteria
must be met. A public voucher is correctly prepared when all of
the follow ng are sati sfi ed:

a. The paynent voids all legal liabilities of the
governnment pertaining to the contract (except where parti al
paynents are authorized in accordance with the contract).

b. AlIl necessary supporting docunentation is conplete and
adequat e.

c. The voucher is charged to an appropriation authorized
for that type of paynent.

d. The control over the public voucher (original and
copies) is such that there exists no possibility for duplicate
paynment and/ or over paynent by the governnent.

e. The accounting data is accurate and conplete so that
proper expenditures/collections of appropriations may be
acconpl i shed.

3. BASIC FLOW OF A PURCHASE ( MATERIALS): To fully understand
the significance of a public voucher, we nust first understand
how a purchase is made froma conmercial vendor. Fromstart to
finish, the docunentation involved with comrercial purchases

w ||l pass over many different desks prior to being conpleted.
It is inmportant for financial managers to know where their
docunentation is | ocated at any particular time. The follow ng
is an exanple of how materials are typically purchased:




a. PURCHASI NG CONTRACTI NG. A purchase request docunent is
generated by the requester and submtted to the regional
contracting office. Upon receipt of an authorized purchase

request docunent, the purchasing agent will determ ne the best
met hod of purchase, select a source of supply, and initiate a
purchase action. The agent will then prepare a DD 1155 Form or

SF 1449 (contract) creating an obligation between your command
and the commercial source of supply. A copy of the purchase
order will be forwarded to your command, DFAS Kansas City
(Vendor Pay) and to the commercial vendor.

b. COWERCI AL VENDOR: The vendor receives the purchase
order and forwards (ships) the material requested to the
receiving office (Transportati on Managenent O fice (TMO) or
ot her AUTHORI ZED Mat eri al Receiving Point) identified on the
contract. Once this is done, the vendor will forward an
original invoice to the paying activity designated in the
contract. In many instances, the paying activity is DFAS,
Kansas City. For others, such as delivery orders, where a
nont hly delivery agreenent exists, the vendor will submt the
invoice to the requesting activity for certification. After
i nvoi ce subm ssion, the vendor has acconplished his part of the
agreenent, as stated on the contract, and will await paynent.

c. RECEIVING OFFICE: The receiving office will verify the
materials received against the contract and forward a receiving
report/delivery ticket (DD 250/ DD 1155/ SF 1449) to the paying

activity designated on the contract. |In nost cases, the
receiving report is a copy of the contract (DD 1155 or SF 1449)
that will be discussed later in the outline.

d. REQUESTI NG COWAND: If your conmmand receives invoices,
they will certify that the invoice is proper for paynent and
forward it to the appropriate office. Aboard npst mmj or posts
or stations, certified invoices are forwarded to the regional
contracting office who will FEDEX (overnight courier) the
invoices to DFAS Kansas City. At other tinmes, the paynent
voucher is submtted straight to DFAS, Kansas City. Each
command or geographical |ocation has it’s own policies and
pr ocedur es.

e. FINANCE OFFI CE (DFAS KANSAS CITY): The finance office
i ssues paynent for the anpunt determ ned by conparing the
original contract, inspection/receipt forns and the vendor
i nvoice. Paynent is electronically deposited in the vendor’s
account. A copy of the disbursing office voucher (i.e. SF 1034)




is forwarded to the regional contracting office as proof that
the governnment's liability has been fulfill ed.

4. | NVO CE CERTI FI CATI ON

a. The assignnent of certifying invoices in nost conmands
falls on conptroller/fiscal office personnel. Usually two
invoice certifiers (primary and alternate) are assigned in
writing by the Commanding Officer and a copy of this appointnent
letter is forwarded to the finance office.

b. In alnost all cases, invoices will be prepared and
certified for three types of contractual obligations; purchase
order contracts, delivery order/service contracts and governnent
charge card prograns.

(1) Purchase Order Contracts: Invoices will be sent
directly to DFAS Kansas City (Vendor Pay) for purchase order
contracts soon after the vendor ships the itens ordered.
Purchase order contracts are contracts for one (or nore) itens
t hat were ordered and received at the same tine. For exanple,
your unit orders a tel ephone. After receipt of the tel ephone,
DFAS can expect one invoice requesting paynent. After
certification and paynent of the invoice, the contract is
conplete. The invoice will pay, in full, the anount owed to the
vendor and fulfil the government’s obligation.

(2) Delivery Order Contracts: Invoices will usually be

received nmonthly for delivery order/service contracts that
require the vendor to performa service or make deliveries on a

nmont hly basis under one contract. Utilities, telephone, |awn
mai nt enance, etc. are exanples of service contracts that are
common t hroughout major commands in the Marine Corps. |In many
cases, the requisitioning activity will receive the invoices.

Careful attention should be nade to each invoice, ensuring only
t he proper nunmber of invoices are submtted by the vendor and
that the services have been performed in accordance with the
stipulations of the contract. Also, attention nust be made to
ensure the work or service was performed in the fiscal year the
appropriation you are using is avail able. For exanple, a vendor
| eases port-a-john’s to your conmmand and the |ast invoice covers
the period from12 Sept to 12 Oct. Since these dates cross
fiscal years and the purchase order was for services ending 30
Sept, you can not pay the ambunt owed from 1-12 Oct using
current year appropriations. |In this exanple, you do not owe
t he vendor paynent for the October dates.



(3) Governnment Charge Card: Your command will receive
i nvoices, on a nonthly basis, for the charges nade by a command
on a governnment charge card. This invoice is a Visa bill,
listing all details pertaining to charges made during each
particular nmonth. Conptroller/fiscal personnel must validate
the invoice by conparing charge card recei pts against the
details listed on the invoice. After verification, the invoice
must be certified and submtted to the | ocal contracting office
or follow | ocal command policies and procedures. DAFS Kansas

City (Vendor Pay) will be the final destination of the invoice
where paynment will be nmade.

c. Proper Invoice: It is the responsibility of the invoice
certifier to ensure that the invoice is proper. A proper invoice
is defined as a bill or witten request for paynent provided by
a business concern for material or services rendered. |t nust
i ncl ude:

(1) Nane of business concern, as shown on contract, and
an i nvoi ce date,

(2) Contract nunber or other authorization for delivery
of material or services (for BPAs, include the call numnber),

(3) Description, price, and quantity of material or
services actually delivered or rendered,

(4) Shipping and paynent terns,

(5) Ot her substantiating docunmentation or information as
required by the contract (e.g., if the invoice says "per
attached list" or "per attached freight bill" these attachnents
nmust be provided), and

(6) Nane, where practical, title, phone nunmber and
conplete mailing address of responsible official to whom paynent
is to be

d. Delivery/Accpetance: Once you determ ne that the
invoice is proper, a check nust be made to verify receipt and
acceptance of the material and/or services listed on the
i nvoi ce. Acceptance can be nade one of two ways:

(1) Actual acceptance: Actual acceptance is defined as

a formal certification that the goods or services have been
received and that they conformto the terms of the contract.



(2) Constructive acceptance: Unless otherw se specified
in the contract, constructive acceptance is considered to take
pl ace not later than 7 cal endar days after delivery of goods or
services, unless there is a disagreenent over quantity, quality,
or contractor conpliance with a contract requirenment.

e. Non-Delivery/Performance: |[|f an invoice is received and
the material/services have not been delivered or perfornmed, you
must stop at this point and contact the Regi onal contracting
office so they can take necessary steps with the commerci al
vendor. BEFORE A CERTI FI ER CAN CERTI FY AN | NVO CE, THE
CERTI FI ER MUST ENSURE THE GOODS OR SERVI CE HAS BEEN DELI VERED OR
RECEI VED | N ACCORDANCE W TH THE CONTRACT. NEVER SUBM T PAYMENT
FOR AN | TEM OR SERVI CE YOU DO NOT RECEI VE. CONTACT THE REGQ ONAL
CONTRACTI NG OFFI CE FOR ASSI STANCE I N THESE MATTERS.

f. Certification: If there are no problenms with the invoice
and acceptance has been nmade, the certification process begins.
The receiving activity places certain informtion on
all invoices and receiving reports. A rubber stanp or mechani zed
stanmp may be used to display the data on the reverse side of an
i nvoi ce or receiving report. The recomended format is shown
bel ow. The receiving report or invoice certification nust have
the original signature of the certifier. Since paynent dates
can be affected, it is inportant that all of the informtion
shown in below figure be provided. Special attention should be
given to "Recei pt of Goods or Service Date" and "Acceptance of
Goods or Service Date.™

RECEIVING ACTIVITY'SSTAMF
Purchase Order/Contract Number ~ -------mmmmmmmmm oo
Invoice Numbers e
Receipt of InvoiceDate ~ —-mmmmmmmmmm e
Receipt of Goods or Services Date -----==-=====mmmmmmmmm oo
Acceptance of Goods or Services Date -----------------=mmmmmmmmmmeaoo-
Unit Identification Code ~ —---mmmmmmmm e
(Activity Address Code)
ApproprigtionData 0 e
(If applicable) e
Forwarded to DFAS-KC (DATE)  ---------mmmmmmmm oo
Authorized Signature (ORIGINAL)  ----=--- o mmmmmmm oo

Recaving Activity Phone Number ~ ------------mmmmmmmmmme oo




g. Original Invoice: To prevent duplicate paynents, it is
required that the invoice submtted with the paynent voucher be
original. Invoices marked "copy" or "duplicate" are not
acceptable. However, the Conptroller General has ruled that an
i nvoi ce prepared by reproductive masters or by carbon paper
i npression is acceptable as an original provided it is clearly
mar ked "original invoice" and the data entered thereon is
conpletely legible. |If an original invoice is |lost or
destroyed, paynment may be nade on a nmenorandum copy provided
that a full explanation of circunstance surrounding the |oss or
destruction of the original invoice with a certification that
st eps have been taken to prevent duplicate paynent.

h. Defective Invoice: It is not necessary for an invoice
to be totally free of defects in order to be proper. |If the
defect is a mnor one that could be renedied easily (e.qg.,
om ssion of an invoice date) except when a discount is offered,
appropriate corrective action should be acconplished by any
activity in the approval or paynent process instead of returning
the invoice. |If however, there is doubt as to whether paynent
to the invoicing business concern woul d be proper, the invoice
is considered materially defective and nust be returned to the
vendor. The return of any defective invoice nmust be
acconplished in accordance with the foll ow ng schedul e:

(1) I'n the case of neat or neat food products, within
3 cal endar days after receipt of invoice.

(2) In the case of perishable agricultural
commodities, within 5 cal endar days after recei pt of invoice.

(3) For all other goods and services, within 7
cal endar days after receipt of invoice.

(4) The notice to the contractor nust be in witing
and is considered effective when mailed. Miintain a record of
the mailing date since tinely notification prevents the paynent
clock fromstarting.

i. After the invoice has been deenmed proper and al
supporting docunentation is correct, a certifying officer
signature nust be obtained. All docunentation will be forwarded
to the finance office in accordance with the pronpt paynent act.

5. PROVPT PAYMENT ACT:




a. The Pronpt Paynent Act was established by Congress in
1982 and anended on 17 October 1988. This anmendnment was
established to hel p busi nesses who were having probl ens
recei ving paynents for material and services provided to federal
agencies. This Act requires a federal agency to make paynents
in a tinmely manner. The Act requires that reasons for |ate
paynments be identified and reported so managenment officials can
determ ne the frequency of these problens and take corrective
action as warranted. Wth inplementation of the Act, the
expected results were not only in tinely paynents; but also
better relationships with suppliers, inproved conpetition for
gover nnment busi ness and reduced cost for goods and services.

b. The Pronpt Paynent Act states that the federal
governnment is expected to pay their bills or be penalized with
i nterest paynents. The current |late paynent interest rate is
6.5% until Dec 1999 at which time it will be adjusted. The
i nterest paynment provisions of the Act are viewed as a penalty
for failure to acconplish the requirenents of making paynment in
accordance with the contract. Congress anticipated the interest
payments would be m nimal and that no additional funding would
be provided for this purpose. Wth this in mnd, all interest
paynments are charged to the command at fault. The Navy, acting
on the O fice of Managenent and Budget Circul ar A-125, requires
t hat invoices be certified and forwarded to the paying office no
| ater than 5 working days after the invoice has been received
and deened proper.

6. TYPES OF PAYMENT/ COLLECTI ON VOUCHERS: Expenditure and
col l ection transactions are evidenced by source docunents call ed
vouchers. These vouchers nust be approved by conpetent
authority, such as the Disbursing Oficer, and nust have
supporting docunentation, such as contracts, receipts,

i nspection fornms, etc. These conpleted fornms beconme proof that
a paynent has been conpl eted and funds have been di sbursed from
the U.S. Treasury (DNR) or transferred between appropriations
(IDB). There are many different forms used throughout the
governnment that are used as paynent vouchers. Sonme have ot her
uses in addition to being used as a paynent voucher while others
are used solely for paynents.

a. SF 1449 and the DD 1155 Order for Supplies and
Servi ces/ Request for Quotation are purchase docunents that are
conmbi ned purchase orders, receiving reports and paynent vouchers
(See your student handout for an exanple of these docunents).
The use of the DD 1155 and SF 1449 as a public voucher is
aut hori zed, provided the original or nunber 1 copy is retained




for use as a voucher. Al contract clauses and nodifications
must be submtted with the DD 1155 or SF 1449 to the paying
office. To determine if the DD 1155 is a paynment voucher, you
will need to check block #28 for a Disbursing O fice Voucher
(DOV) nunber, block #32 for Paid By information, block #33 for
pai d anount, and bl ock #34 for a check nunmber. To determ ne if
the SF 1449 is a paynent voucher, blocks 33-40 will be
conmpletely filled in. The original signature of the contracting
officer is not required on copies of the DD Form 1155 or SF 1449
used as a payment voucher for Blanket Delivery Orders (BDO) and
Bl anket Purchase Agreenent (BPA) paynents (explained bel ow).
Al'l copies of a paynment voucher nust contain the same
information as the original.

(1) BDO s are prepared when a known amount of
mat eri al / equi pment is purchased but not all delivered at the
sanme tine. For exanple, 1000 2X4's |unber are needed but not
all at the sane tinme. You request that 100 be delivered each
month for 10 nonths. An invoice will be submtted after each
del i very.

(2) BPA are open contracts awarded to vendors who
provide materi al s/services to the governnent on an “as needed”
basis. When the requisitioner requires additional
mat eri al /services fromthe supplier, a call is nmade, deliveries
or services are rendered and invoices are submtted.

b. NAVCOWPT FORM 2277 VOUCHER FOR DI SBURSEMENT AND/ OR
COLLECTION is a docunment that has nultiple uses. It may be used
to make a disbursenment of funds, to make a collection of funds
or to transfer funds between appropriations. For exanple, the
NavConpt Form 2277 can be used to pay |ocal vendors, such as the
Sneads Ferry Canpi ng Shop, for goods and/or services, or to nake
paynments to another governnment agencies (transfer of
appropriations). It also is used to take a collection such as
when a Marine is reinbursing the governnment for |ost gear. To
ensure paynent has taken place, check the formcarefully for a
DSSN and DOV nunber |ocated in the upper right-hand corner. The
NavCompt Form 2277 is becom ng obsolete in the vision of all
services using the preferred Departnent of Defense (DD) Fornmns
and Standard Fornms (SF). See your student handout for an
exanpl e of this docunent.

c. SF 1080 VOUCHER FOR TRANSFERS BETWEEN APPROPRI ATl ONS
and/ or FUNDS is used to transfer funds between appropriations
(i ntra-governmental purchases). This formis commonly used when
one service is billing another service for goods or services.




SABRS uses the SF 1080 to transmt reinbursabl e charges between
the Marine Corps and other services. For exanple, the Arny
requests a Marine Corps unit to fix a generator. The Marine
Corps unit conpletes the task using their own funds to pay for
the | abor and materials. They, in turn, bill the Arny for the
costs associated with the repair of the generator. SABRS
performs this task by electronically billing the Arny using an
el ectronic version of the SF 1080. See your student handout for
an exanple of this docunent.

d. SF 1034 Public Voucher for Purchases and Services O her
Than Personal is used to nake paynments when the DD Form 1155 or
the SF 1449 are not used. Conplete instructions to conplete the
formare contained in the DoD FMR Vol unme 10, Chapter 8,
par agraph 080106. The SF 1035 (Public Voucher for Purchases and
Services O her Than Personal Continuation Sheet) is used in
conjunction with the SF 1034 when additional space is needed.
The SF 1035 without the SF 1034 is invalid. See your student
handout for an exanple of this docunent.

e. NAVCOWT Form 2035 Summary of Accounting Data may be
used in support of any type voucher for indicating the
appropriation data to be charged or credited when the accounting
data space on the voucher is insufficient. NavConpt Form 2035 s
are commonly used to |ist document nunmbers and appropriation
data to be charged resulting fromthe purchases made fromthe
governnment charge card program See your student handout for an
exanple of this docunent.

REFERENCES:

1. DOD FMR Seri es
2. MCO P4200. 15 USMC Purchasing Procedures Manua
3. MCO P7300.20 SABRS Fi nanci al Procedures Manua
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